
User Manual 
Kansas Treasury Offset Program (KTOP) revised 12/2014 

GENERAL SYSTEM INFORMATION:  CREDITOR AGENCY PROFILE UPDATING 1 

Path:  Home Page > Creditor Agencies > Search for Creditor Agencies > [enter Creditor Agency Number] 
Search Agencies > Request modification of the creditor agency record > [modify information] 
Request Modify 

CREDITOR AGENCY PROFILE UPDATING 

Each creditor agency has detailed record information in KTOP. Any time a creditor agency has a change 
to their name, sub-department, website, general contact information, notification contact information, 
and/or transfer contact information, a user with permission to view the agency can request a 
modification. Below is a description of what each contact is used for. Agencies can use the same person 
for two or all three contacts, or different people for each. 

General Contact Will be used as primary contact information and will receive basic 
correspondence sent out by KTOP 

Notification Contact Will be printed on letters to debtors sent by KTOP 
IT IS RECOMMENDED THAT AGENCIES USE SOMETHING GENERIC SUCH AS 
“Business Office”, AS THIS INFORMATION WILL BE GIVEN TO DEBTORS. 

Transfer Contact Will receive information regarding payments intercepted and sent to the 
creditor agency for debts 

 

TO MODIFY A CREDITOR AGENCY PROFILE: 

1. On the Home Page, click on Creditor Agencies. 
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2. Click on Search for Creditor Agencies. 

 

3. The Creditor Agency Search Criteria screen will appear: 

 

a. Enter the Creditor Agency Number of the agency to be updated. 

b. Click Search Agencies. 
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4. Moving the cursor over a record will highlight it in yellow. Click on the desired agency in the Creditor 
Agency Search Result List. 

5. Click on Request modification of the creditor agency record. 
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6. The Request Modify of Creditor Agency Details screen will appear: 
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a. Change the information in any or all of the fields. 

b. Click Request Modify. 

7. A pop-up box will appear that says, “Creditor information modification successfully requested!” 
Click OK. 


